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	Select based upon type of solicitation: 
	Insert Agency Name: 
	Date: 
	Insert Solicitation Name and Total Contract Amount (total value if all extensions are exercised): 
	Provide a brief high level overview of the product/service that the agency is procuring.  Include pertinent information that provides the reader insight into what the product/ service is, why it is needed, is it required by state or federal law, is it a re-bid of current product/service the agency already has in place, what the agency would do if the service was not provided by a third party, is this solicitation part of a larger project (i.e. Computer Software Development, Equipment or System Installation, Building Construction, etc.).  DO NOT SIMPLY COPY AND PASTE INFORMATION FROM THE BID DOCUMENT INTO THE MEMO.: 
	Briefly describe how the agency will monitor and measure contract compliance and performance by the vendor. : 
	How was the contract procured (RFP, IFB, RFQ, Cooperative Contract, Intergovernmental Agreement, Sole Source, Exempt by Law)? : 
	Include the initial term of the contract as well as the number of options to extend (i.e. contracts cannot exceed 7 years unless agency has specific legislation). : 
	Provide a high level breakdown of the cost for each year of the contract.  Also, provide if the funds to pay for the product/service are federal, state, or both.  If both, please include the percentage of federal and state funds that will be used.: 
	Include the contracted vendor’s name here.: 
	Insert Contact Name Here: 
	Insert Phone Number Here: 
	Insert Email Here: 
	Would appreciate approval or next steps on this procurement. : 
	Approve: 
	Deny: 
	RequestInfo: 
	Discuss: 



